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AREAS FOR IMPROVEMEND I THE LOG AND CONTROL SYISIRM

Eptpblish an  sonunl cub off for the sbstract subject file and desbroy
after three yeers.

The blue sbetract (and green 1f more than one subject) are filed by
subject snd serve as en index to all ltems logged by the Reglstry.

Tt perves ag o reference in enswering inguiries concerning the status
or digpomition of meterial which passed through the IDP with or without
o copy belng filed. Although related meberial in the subject file

is eut off sanually, the sbetracts bhave been interfiled and aeounulated
gince the system wes installed aboul seven yoors &go. An o rosull,
there are now an estimeted 70,000 to 80,000 sbstrects in [iles Host
roferences to this file concern relatively ourrvent items; these
references mod the interfiling of new wbstracts could be done much
fagter wader o cut off system which would provide for seperating

the inactive and dead materisl on o scheduled basis. (Also see
recommesdation 2 below. )

Revige the subject hesding in the abstrach file to provide Yop filiog
gshbrictly by origin,

Phere are 45 primery subject bhosdings in thls £ile, of which some
30-35 are orgenization titles. It is our understonding that this
file wos originally esteblished as o source index but that certaln
subjocts heve been added os the file developed. There are 14
pripmry hesdings now thet duplicate beeding in the COTTEaDOTL
subject file. This change oceurred gradually, probebly becsuse of
the inedeguste development of the correspondence pubject Ille. T
the volume of bhe corvespondence subject file is limited as recom-
mended snd 1P the syetem is revised as proposed, the abstract file
weald betber serve its pmrpose, 375 filing is limdted Lo source.

Adopt Forn E‘é@ for uese 1n logeing on conbroliing DOP correspondence
in dleu of Porm Wd.

Torm 4hd Bas no preprinted headdngs and the space for "Fron” and "To'
entrics ip inadequate. A limited sample of sbstracts, inciuding T8 #
DOF 4, ER #, and Dispateh 4, indiostes thet 12 perceunt of the total
typing con be oliminebed by use of preprinteld headings and by
elimingbing unueceasgary Lyping, @.g., wse T8 to indicate the Security
Sledsification instead of spelling cut TOP SECRED. There ave other
forms with preprinted hesdings avalleble Lol Form 238 is printed on
Mo peper and eliminebes the handling of the interleaved carbon.

Ulscontinue preparing sbatracts Jov ddspoabohes aad lnstesd use the
abgbeact prepured by R,

Abstracta ave prepared hy R for all dlspebtches. The number of copies
of the abstrache varios with the dletribution of the dlepatch but

gufificient copies are usually recelved Lo ges s Reel sty purnoso
¥ gevve the Reglatry purpose.
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In the fow instencss that the sbetracts are not received ox not esough
copiss ave received, the Registi'y shonld thes type them, Thls amounte
to 25 to 30 items weskly und reprasents ebout 10 percent of the work-

laad .
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